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EMPLOYEE 
 
I. INTRODUCTION 

 
California State Parks is proud of its reputation for training excellence and is 
looked upon as a leader in park management, interpretation, maintenance, and law 
enforcement training.  Employees are the key ingredient for the Employee Training 
Management System (ETMS) to be successful.  This web based training 
management system has replaced the following forms:  Employee Training 
Request (DPR 392), the Training Attendance Roster (DPR 433), and the Individual 
Training Record Change Request (DPR 434).  The ETMS also allows Employees 
to view their training history as well as training requirements for specific 
Classifications and Job Titles.  Required Training is displayed on the Employee’s 
Home Page based on their Classification and/or Job Title.  This enables tracking of 
these training requirements by the ETMS to be more accurate and efficient. 
Employees now have immediate access to the status of all required training and 
certifications for their current position. 

 
II. LOGIN 

A. Active Directory Account Login: To login to the Employee Training 
Management System, type the following address: 
https://etms.parks.ca.gov/loginversion3/ into your Internet Browser.  The first 
screen that appears will be the Active Directory login screen that identifies the 
Employee as a Microsoft Active Directory User.  The User Name and 
Password associated with this login screen is provided by the Office of 
Information Technology.  If you do not know your User Name and Password, 
call the IT Help Desk at (916) 657-2907.  The screen will look similar to this: 
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B. ETMS Login: The next login screen will be the ETMS login screen.  The User 
Name and Password associated with this login screen has been generated by 
ETMS.  The screen will look similar to this: 

 
NNOOTTEE::  If you have not been assigned a User Name and password, see New 
Employee Registration below. 

 

 
 
1. Forgotten User Name/Password: If you have successfully login into 

ETMS and enter your current email address, your User Name and a 
reset Password can be emailed to you by clicking the 
“ ” link.  You will be prompted to submit 
your current email address and User Name and a new Password will be 
sent.  The email will look similar to this: 
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2. Locked Out of ETMS: If you attempt to login with an incorrect User 
Name and/or Password, you will be locked out after several attempts.  
Contact the Mott Training Center at (831) 649-2954 to be reset. 

 
3. New Employee Registration: To receive your User Name and 

Password click on  link.  The screen will look 
similar to this: 

 

 
 

a. Select your name from the drop down menu and complete all 
require fields and submit.  An email will be sent to you by the 
System Administrator notifying you of your User Name and 
password.  The email will look similar to this: 
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NNOOTTEE::  It takes the system approximately 4 to 6 weeks before your 
name is listed in the ETMS.  If your name is not listed in the drop 
down menu, try again later. 

 
4. First Time Login: Once you have successfully logged into ETMS for the 

first time, you will be presented with a screen that looks similar to this: 
 

 
 

a. Complete the following steps: 
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(1) Select Training Group from the drop down menu and wait for 
the system to load the Sub-Training Groups.  The screen will 
look similar to this: 

 

 
 
(2) Select your Sub-Training Group or select N/A if you are not 

assigned to a Sub-Training Group. 
(3) Select the name of your Supervisor from the drop down menu 

as Primary and a different name as your Alternate if 
applicable.  If you do not have an Alternate Supervisor, select 
the same name for both Primary and Alternate. 

(4) Click submit and the following screen will appear: 
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(5) Review the information you have entered, if correct, click 
Confirm to allow the system to reset itself with your 
information which will take you back to the login screen.  
Logging into ETMS will now take you to your Home Page. 

 
III. HOME PAGE: Your Home Page is divided into three sections: Profile, Header and 

Required Programs.  The screen will look similar to this: 
 

 
 



Employee Training Management System (ETMS): Employee Help Files 

Updated: 10/11/2007  Page 7 of 31 

A. Profile: An Employee profile contains all information related to the 
Employee’s current employment in the Department.  The information 
contained in your profile is the key to the proper function of ETMS.  The 
profile will look similar to this: 

 

 
 

B. Header: Located on the top of the Home Page is the main header for the 
Employee Training Management System.  Within the Header are the tools to 
assist the Employee in navigating the system.  The Header will look similar to 
this: 
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C. Required Programs: This displays Program Requirements assigned to the 
Employee based on classification or job position either by the Supervisor or 
the System Administrator.  The screen will look similar to this: 

 

 
 

IV. PROFILE 
 

Before proceeding, review your information in the profile.  It is the Employee’s 
responsibility to ensure that the information that they have provided in their profile 
is current and accurate at all times.  The information contained in the profile is 
used to process all Training Requests and email notifications on ETMS. 

 
NNOOTTEE:: The Name and Classification fields are directly link from the Human 
Resources Information System (HRIS).  If your name and classification are 
incorrect, contact the Personnel Office.  Employees assigned to the role of Training 
Coordinator, Sub-Group Manager and Manager is assigned by the System 
Administrator according to your Training Group and Sub-Training Group. 

 
A. Edit Profile 

 
1. Click the EDIT link to update the following information in your profile. 

 
a. Password: Highlight the entire password field in the box and enter 

your new password. 
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b. Confirm Password: Enter your new password again to confirm. 
c. Training Group: To change your Training Group select your new 

Training Group from the drop down menu. This allows the system 
to load the Sub-Training Groups and Supervisors that have been 
assigned to the Training Group. 

d. Sub-Training Group: Select your Sub-Training Group or select 
N/A if you are not assigned to a Sub-Training Group. 

e. Email: Enter your current email address. 
f. Confirm Email: Enter your current email address again. 
g. Work Phone: Enter your current work phone number. 
h. Primary Supervisor: Select your current Supervisor from the drop 

down menu. 
i. Alternate Supervisor: If applicable, select an Alternate Supervisor 

from the drop down menu; otherwise select your Primary 
Supervisor again. 

j. Click submit and allow the system to reset itself with your new 
information which will take you back to the login screen.  You will 
now need to log back into the ETMS. 

 
The screen will look similar to this: 
 

 
 

B. License/Certificate/ID(s) 
 
1. Add License/Certificate/ID(s): Click the Add link and select the 

License/Certificate/ID(s) from the drop down menu.  The screen will look 
similar to this: 
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Once you select your License/Certificate/ID(s) from the drop down menu 
enter the Concentration or ID number and click Add.  The 
License/Certificate/ID(s) will be added to your Profile. 

 
2. Edit License/Certificate/ID(s): Click the Edit link to delete or edit the 

License/Certificate/ID(s). 
 

a. To delete, click the Delete link and confirm that the 
License/Certificate/ID(s) will be deleted from your Profile. 

 
b. To edit, click the name of the License/Certificate/ID(s) that you wish 

to change.  Complete the required information and click Edit. 
 

V. HEADER: The header includes the tools to navigate the system. 
 

A. DPR Logo: The DPR logo area includes the current date and the Log Off link. 
 

1. Click the Logo to refresh your Home Page. 
 
2. Log Off: Click to log off the system. 

 
 

B. My Personal Records 
 

1. My Training Record: By clicking My Training Record link, you can view 
the training records that have been entered into ETMS.  The screen will 
look similar to this: 
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NNOOTTEE:: Training records prior to year 2000 are stored in hard copy at the Mott 
Training Center. 

 
a. Your Training Record includes the following: 
 

(1) Correction: Click the Submit link under the Correction column 
to request a record correction for a specific program on your 
training record.  The information will be sent to your 
Supervisor for verification and if approved, forwarded to the 
Training Coordinator/System Administrator for approval action.  
Edit the required fields, include a written statement that 
clarifies the changes in the comment field, and click submit.  
The screen will look similar to this: 
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(2) Program Title 
(a) If the program title has a hyperlink, you can click this link 

to view details of the Training Request.  This screen can 
be printed and included with a Travel Expense Claim for 
reimbursement.  The screen will look similar to this: 
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(3) Repeat Interval (months): Number of months required to 
maintain program certification. 

(4) Training Provider/Program Provider: Agency/Entity and 
Name 

(5) Location: Location of where training occurred. 
(6) Completion Date: Date program was completed. 
(8) Grade: N/A, Incomplete, Credit, No Credit, A, B, C, D and F. 
(9) Training Category: Job Related, Job Required, Career 

Related and Upward Mobility. 
 

b. Instructor Hours for Training Programs: The system has the 
capacity to document all Instructor hours that have been submitted 
on a Training Attendance Roster.  This information will be listed at 
the bottom of the Instructor’s Training Record and will look similar 
to this: 

 

 
 

c. Excel: To download all Training Records to an Excel file, click the 
(download training record) link.  The screen will look similar to this: 
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2. Training Request: Click the Submit Tr. Request IN l OUT link to 

submit a Training Request. 
 

NNOOTTEE:: If you change your Training Group, any pending Training Requests 
will be deleted and you will need to resubmit the Training Request with the 
updated information. 
 

a. In-Service Training Request: This process is used for all training 
that is published on the Training Schedule. 

 
(1) To submit an In-Service Training Request, click the IN link 

next to Submit Tr Request.  This will display the current 
Training Schedule.  The screen will look similar to this: 

 

 
 

(2) Training Schedule: Information is displayed by the following. 
(a) Training Request: 

[1] Sign Up: Click the Sign Up link to submit a Training 
Request.  Complete all required fields and submit.  
An email will be sent to your Supervisor requesting 
approval action.  The screen will look similar to this: 
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NNOOTTEE:: It is not possible to sign up for a program 
that is PRE-SELECTED.  Employees are pre-
selected to a roster based on their classification 
and/or job position.  Contact the Training Specialist 
if you need additional information. 

 
(b) Program Title: By clicking the Program Title link, the 

catalog information is presented in a pop up window.  
[1] Cancelled: If a program is cancelled, a line will be 

drawn through the program and Canceled will be 
listed next to the program. 

(c) Comment: Click the View link for any comments on the 
program. 

(d) Syllabus: Click the View link to access the current 
Program Syllabus. 

(e) Program Date: Generally these dates are the check-in 
and check-out dates for lodging accommodations 
associated with the program.  View the syllabus for the 
details of the program agenda. 

(f) Training Request Due Date: This is the date that 
Training Requests are due on ETMS for each program. 

(g) Location: Location of the training program. 
(h) Roster: Click the View link to access the current roster. 
(i) Training Group: This is the Training Group that is 

responsible for this program. 
(j) Training Specialist/Email/Phone: Training Specialist 

contact information. 
 

(3) View Old Schedule: Click this link to view the old programs. 
 
(4) Search Schedule by Date: Click this link to view training 

schedule starting from September of 2004.  Fill in the start and 
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end date and click submit to view all programs scheduled 
during that time period.  Schedules prior to 2004 are filed at 
the Mott Training Center. 

 
(5) Search by Program Title: Enter a program title to search for 

all programs with that name dating to September 2004. 
 

b. Out-Service Training Request: This process is used for all 
training programs that are not listed on the Training Schedule. 

 
(1) To request Out-Service Training, click the OUT link next to 

Submit Tr. Request.  This will display the OUT-SERVICE 
Training Catalog.  The screen will look similar to this: 

 

 
 

(a) Locate the program by the A-Z listing or type in a 
keyword in the title and click search.  The screen will 
look similar to this: 
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(b) To view the details of the program, click the Program 
Title link.  The screen will look similar to this: 

 

 
 
(c) To submit an Out-Service Training Request, click the 

Submit link.  An Out-Service Training Request will 
appear; complete all required fields and submit.  The 
request will be sent to your Supervisor for approval 
action.  The screen will look similar to this: 

 

 
 

Details of the Out-Services Training Request are as 
follows: 
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[1] Program Title: The program title as listed in the 
Training Catalog. 

[2] Supervisor: Your Primary Supervisor is selected.  
You can select your Alternate Supervisor if 
applicable by clicking the drop down arrow. 

[3] Training Category: Select your Training Category, 
click Training Category link to see a definition of 
each. 

[4] Training Provider: Select the type of agency/entity 
that is providing the training from the drop down 
menu, Federal Agency, State Agency, Local 
Government, Private Vendor, or College/University. 

[5] Program Provider: List the name of the 
agency/entity that is providing this training program.  
An example would be Federal Agency for Training 
Provider and NPS as training Program Provider. 

[6] Program Location: List the location of where the 
program will be held. 

[7] Start Date: List the starting date of the training 
program. 

[8] End Date: List the ending date of the training 
program. 

[9] Program Length(Hrs): Enter the total hours for the 
training program. 

[10] State Time(Hrs): Enter the total hours of State Time 
required for this training program.  Enter “0” if no 
State Time is required. 

[11] Employee Time(Hrs): Enter the total hours of 
Employee Time required for this training program.  
Enter “0” if no Employee Time is required. 

 
NOTE: State Time plus Employee Time must equal 
Program length. 

 
[12] Registration Cost: Enter the registration cost of this 

program. 
[13] Estimated Per Diem: Enter the estimated per diem 

cost required to attend this program. 
[14] Justification: List the justification for your 

attendance at this program. 
[15] Submit 

 
(2) Request to Add Program: In order to submit a Training 

Request, the training program must be listed in the Training 
Catalog.  If the program does not exist in the Training Catalog, 
you have the ability to request that the program be added to 
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the Training Catalog.  By clicking the SUBMIT link, the 
Request to Add Program screen will appear in a pop up 
window.  Complete all required fields and submit.  The screen 
will look similar to this: 

 

 
 

(a) Once you click the submit button, this request will be 
sent to the System Administrator for approval action and 
inclusion into the Training Catalog.  The screen will look 
similar to this: 

 

 
 

(b) If the training program is approved, it has been added to 
the Training Catalog.  You will need to log into the ETMS 
to submit a Training Request for that program. 

 
(c) If the program is already listed in the Training Catalog, 

you will receive an email notification from the System 
Administrator. 

 
(d) If the program is not approved, you will receive an email 

notification from the System Administrator. 
 
3. Training Request Status: IN(0) l OUT(0): Here you will see the status 

of all Training Requests that have been submitted into the ETMS.  Within 
the parenthesis next to IN, In-Service Training Request and OUT, Out-
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Service Training Request will be the number of pending Training 
Requests. 

 
NNOOTTEE:: You should check the status of your training requests 
periodically. 

 
a. In-Service Training Request Status: To view the status of all your 

training requests, click the IN(#) link next to Training Request 
Status.  The screen will default to Training Request that are 
Pending approval action.  To view all Approved, Not Approved or 
Cancelled Training Requests, click the appropriate links.  The 
screen will look similar to this: 

 

 
 

(1) Training Request: Click the [Detail] link to view the details of 
the Training Request. 

(2) Submit Date: Submit Date is the date the Training Request 
was submitted to the Supervisor for approval action.  You 
have the ability to cancel a training request by clicking the 
[Cancel] link prior to the Supervisor taking approval action.  
Once the Supervisor takes actions, the [Cancel] link goes 
away. 

(3) Program: Title of the program as listed in the Training 
Catalog. 

(4) Program Date: The start and end date of the program which 
may include the travel dates (see syllabus for details). 

(5) Supervisor: The name of the Supervisor and approval action. 
(6) Sub-Group Manager: The name of the Sub-Group Manager 

and approval action. 
(7) Manager: The name of the Manager and approval action. 
(8) Final Approval: The name of the Training Specialist and 

approval action. 
  
NNOOTTEE::  IIff  tthhee  ttrraaiinniinngg  rreeqquueesstt  iiss  nnoott  aapppprroovveedd,,  cclliicckk  the Not 
Approved link to view comments concerning this action. 
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b. Training Request Status Out(#): This will look and function similar 
to the In-Service Training Request Status except the Training 
Coordinator has the final approval action. 

 
4. Evaluations(s): The 90-Day Evaluation process is intended to provide 

a bridge between classroom instruction and the on-the-job application of 
training.  The information obtained through this process will assist the 
Employee, Supervisor, and Training Center in providing a return on the 
training investment.  The number of evaluations due is shown within the 
parenthesis.  The screen will look similar to this: 
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To complete, click the Program Title link and complete all required fields 
and submit.  The screen will look similar to this: 
 

 
 

NNOOTTEE:: Employee should meet with their Supervisor to discuss the steps 
that were taken to apply this training at the workplace and document 
them in the area provided.  The information entered here will also appear 
on the evaluation screen that the Supervisor fills out for the Employee. 
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C. Resource Center: This section provides you with training resources that are 
available. 

 
1. Classification: To view programs required for a specific classification, 

click the Classification link.  You can search for a classification based on 
a keyword or A-Z listing.  To search by a keyword, type in the keyword 
and click search.  The screen will look similar to this: 

 

 
 

a. By clicking the Required Program link, a popup window will open 
showing the details of the program in the Training Catalog.  The 
screen will look similar to this: 
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2. Job Title: To view programs required for a specific Job Title, click the 
Job Title link.  You can search for a Job Title on a keyword or A-Z listing.  
The screen will look similar to this: 

 

 
 

a. By clicking the Required Program link, a pop up window will open 
showing the details of the program in the Training Catalog. 
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3. Training Catalog: The Training Catalog link displays the current 
programs listed on the ETMS.  You can search for a program on a 
keyword or A-Z listing.  To search by a keyword, type in the keyword and 
click search.  The screen will look similar to this: 

 

 
 

a. To find a program using the A-Z listing, click the first letter of the 
program title.  The resulting page will look similar to this: 

 

 
 

b. To view the details of the program, click the Program Title link. 
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c. By clicking the Submit link, an Out-Service Training Request will 
appear; complete all required fields and submit. 

 
d. By clicking the View Schedule link, the dates from the current 

training schedule for the program will appear.  If “No Data” is listed, 
the program has not been scheduled on the Training Schedule.  
The screen will look similar to this: 

 

 
 

(1) Submit a training request by clicking the Program Date link 
and complete all required fields and submit. 

 
e. Request to Add Program: By clicking the SUBMIT link, the 

Request to Add Program screen will appear in a pop up window.  
Complete all required fields and submit. 

 
4. Training Schedule: Click the Training Schedule link to view the current 

Training Schedule. 
 

5. Message From Mott Training Center 
 

Periodically the Mott Training Center will post a message for all Users of 
ETMS. 
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a. New Message: If there is a message from Mott Training Center 
that has not been opened, the [New] link will be listed next to the 
Message from Mott Training Center.  The screen will look similar to 
this: 

 

 
 

By clicking the link, you can read the message.  Once the message 
has been read, it is transferred to the Message Archive link. 

 
b. Message Archive: Click the Message Archive link to view old 

messages.  The screen will look similar to this: 
 

 
 

6. Contact Administrator: Click this link to email the System Administrator. 
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7. HELP: Click this link to view the ETMS Help Files.  The screen will look 
similar to this: 

 
 

Click the link to view the content of the Help File. 
 

VI. REQUIRED PROGRAMS 
 
A. P.O.S.T. (C.P.T.) Management: State Park Peace Officers are required by 

P.O.S.T. to complete Continuing Professional Training (C.P.T.).   
 

1. Requirement 1 – Advanced Officer Training: 
 

a. All State Park Superintendent I and Lifeguard Supervisor II 
classifications and above are required to complete a minimum of 24 
hours of Advanced Officer Training every 24 months.  For these 
classifications the screen will look similar to this: 

 

 
 

b. All Supervising Ranger and Lifeguard Supervisor I classifications 
and below are required to complete a minimum of 10 hours of 
Advanced Officer Training every 24 months.  The screen will look 
similar to this: 
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(1) In Compliance indicates the required numbers of hours have 
been completed. 

 
(2) No Data indicates that no POST-certified programs have been 

completed. 
 
(3) Out of Compliance indicates the required numbers of hours 

have not been completed or the program hours have expired 
because they have gone beyond the 24 months requirement. 

 
2. Requirement 2 - Perishable Skills Program: All Supervising Ranger 

and Lifeguard Supervisor I classifications and below are required to 
complete a minimum of 14 hours of Perishable Skills Programs (PSP) 
every 24 months.  The screen will look similar to this: 

 

 
 

a. In Compliance indicates the required numbers of hours have been 
completed. 

 
b. No Data indicates that no POST-certified programs have been 

completed. 
 
c. Out of Compliance indicates the required numbers of hours have 

not been completed or the program hours have expired because 
they have gone beyond the 24 months requirement. 

 
NNOOTTEE::  It is the Employee’s responsibility to insure compliance at all times. 
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B. Required Programs 
 
This is a list of all Program Requirements assigned to the Employee based on 
classification or position.  The ETMS provides the ability for the Employee 
and Management to monitor compliance.  The screen will look similar to this: 

 

 
  

NNOOTTEE:: If an Employee is aware of additional Required Programs based on 
their job position, they should contact their Primary Supervisor to have them 
added to their Required Programs Screen. 

 
C. Continual Professional Training (Cpt) Management 

 
Job classifications that require continuing education on a reoccurring basis 
are managed on this screen.  These certifications can be satisfied by various 
training programs assigned by the System Administrator. 

 
1. The Continual Professional Training (CPT) Management screen will look 

similar to this: 
 

 
 

a. Compliant: Click on YES or NO to view Certification Requirement 
Detail.  The screen will look similar to this: 
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An example of this certification is as follows: 
 
Annual Lifeguard Refresher Training (A.L.R.T.): Training is a certification 
for all Lifeguard classifications.  The various programs that will satisfy the 
A.L.R.T. certification are as follows: 
• Rock Rescue Training 
• Aquatic Search, Rescue, and Recovery 
• Personal Water Craft Operator 
• Personal Water Craft Operator Refresher 
• Paddleboard Rescue 
• Beach Driving 
• Beach Driving Refresher 
 
This certification requires completion of 12 hours of any of the above 
programs every 24 months. 

 


